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1. GENERAL
a. Ap individual suthorizad %o travel on off gg mAY be &1° wed
a travel advance in accordance with paragraph 27 in & S

astimated to cover pexr dlem, tranaporiation, apd othar officially nacessery
sxpenses while en route.

-

b. Requesis for advances wher coat of travel is sptipated at less taAn
$25 will not be approved for dlsbursement.

c. The procedure outlined in pavagraph 2 below, will herseftws ~= folui.ved
to effegt the collection of outstanding travel advances made &. headquar.ars.

counting Made

Whpn en sccounting for tyavel dces nat fully liquidate the advance
iven for auch traval and repsyment of the outstanding balance doces not
sccompany the voucher, the following action will be taken: ;

(1) If the unliquidated balance 18 not in excess of $20, ths sum
due will be deducted from accrued salary paysble by headquarters
without prior notice to the employse. Howvever, the emml.opes
will be informed by a payroll change notice that the deduction
has bean made. Should the employee be overssas, the payroll
change notice will be forvarded By pouch.

(2) If the unliquidated balance is in excess of $20, the sum due
vill be deducted from sccrved salary; only, howaver, after
sdvence notice has bveen givenm to tha employee that such »#tion
will be taken if liquidation has nd% been afncted vafore &
speoified date, and such date has arrived without liguidazfion
having been effented. Should the spployes be overssss, this
dhte will be set sufficiently far in advance, considering
normal pouch time betvesn hesdquarters and the employee's post

 of duty, to alltw notice of any such liquidation to e recelvad
at headquarters. .

b. Aecounting Not Made

: Iﬁ any cas¢ vhere the accounting for an adfunce has rfiot béen
received by the Finance or Fitcal Diviaisn pitor to the due date sliown
_on the request for the sdvince, the procedure outlined ip parspraph
g(l) or (2) sbove, will be applied. .
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3. PROMPT REPUMDING OF UNUBED PORTION OF TRAYML ADVARCE

Hothing in this Fotize L3 to be cconstrued es removing the individusl's
obligation, us ¢ited in Standardized Govermeant Twwvel Regulstions 28 *sell
w8 Ageney Regulstioogs, to vefund any unueed portiom ¥ 4 trevel advanos
at the time the travel voushar is sudmitied.
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